UPDATING SUPPLIER PROFILES WITH UNSPSCs

All events in eSourcing are classified using category codes from the UNSPSC (United Nations
Standard Products and Services Codes) codeset. Suppliers are invited to view and participate in
eSourcing events according to the UNSPSC category codes they have selected.

When updating company information, eSourcing allows users to look up UNSPSCs from a pre-
defined table. Suppliers may add or delete category codes at any time. Currently, category
codes in eSourcing consist of the first six digits of the UNSPSC followed by two zeros.
eSourcing does not recognize the full 8-digit UNSPSC.

e Before beginning the steps below, navigate to http://www.supplier.obm.ohio.gov/.
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

Step-by-Step Screen

1. Click the Login link. ( () Login

The Ohio Supplier Portal Sign-On Page displays.

Favorites ~ Main Menu »
Ohio Supplier Portal Sign-On Page Home Sign out
é;{k} Financials
Login Image S ov Login av

Welcome to OAKS
Please login below to view your company information, currently on file with the State of Ohio, view payment infermation, and view and

place electronic bids. If you are 3 State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact the Ohio
Shared Services, Contact Center, at 1-87?-544-5??1(;’5.‘

Medicaid providers and/or Lottery Winners click here

User ID

Password
Sign In

Supplier Instructional Guides (Job Aids)
Register as a Supplier

Click here to register as a supplier and
to access bid opportunities

Find out if my company is registered
| forgot my password

QAKS is a State of Ohio Computer system, which may be accessed and used only for official state business by authorized personnel.
Unauthorized access or use of this computer system may subject violators to Criminal, Civil, and/or administrative action.

Help Desk

If you need assistance or have any questions, contact Ohio Shared Services by any of the following Methods:

Q
o
4

E-mail: OhioSharedServices@ohio.gov
Phone: 514-338-47%1‘5‘4‘ or T-E?T-OH\O-SSKE‘J‘; {877-644-67?16&-)

Hours of Live Support

B8am - 5pm Monday - Friday
Unavailable Saturday and Sunday
and State observed holidays

System Availability:
Bam - Midnight
Unavailable Sundays

Login

Welcome to QAKS

Please login below to view your company information, currently of
and place electronic bids. If you are a State of Ohio Supplier (for
the Chio Shared Services, Contact Center, at 1-877-644-6771.

2. Enter User ID.

Medicaid providers andior Lottery Winners click here

User D

Password

Sign In

2 Revised:3/31/2017

Service - Support - Solutions




UPDATING SUPPLIER PROFILES WITH UNSPSCs

Welcome to OAKS

The Ohio Supplier Portal page is where suppliers can do m
information, electronic bidding, and access eSetilements to

3. Enter Password. Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

Passwnn:‘

Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

4. CI|Ck S|gn In. Password esssssss

Sign In

The Main Menu displays.

Favarites = Main Menu

T,

‘EAKS Financials

€2

Menu - B

Search:

®
Supplier Partal Caonfiguration
Maintain Supplier Information
Manage Events and Flace Bids
Manage Crders
Review Payment Information
eSettlements
Reporing Tools
PeopleTools
View Terms & Conditions
Change My Passward
Iy Personalizations
Iy System Profile
Wy Feeds

w
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

Step-by-Step

Screen

Menu

5. Click on the Maintain Supplier

Search:
Information link.

)

Supplier Portal Configuration
Maintain Supplier Information
Manage Events and Flace Bids

The Maintain Supplier Information page displays
Favorites Main Menu + > Maintain Supplier Information

GA’E; Financials

Maintain Supplier Information

Maintain Supplier Information
Maintain and update supplier information
User Profiles

Home Add to Favorites Sign out

E—- Addresses
te and maintain users and supply side security. “iew and update address information.
= Maintain Vendor UNSPS Codes

= Contacts
E Maintain \Ender UNSPS Codes

E “iew and update contact information

Step-by-Step

Screen

Maintain Supplier Informaticn
Maintain Supplier Information

ain and update supplier informaticn.
User Profiles

6. Click on the Maintain Vendor UNSPS
Codes link.

te and maintain users and supply side security.

E Maintain Vendor UNSPS Codes
Iaintain “endor UNSPS Codes
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

The Maintain Vendor UNSPS Codes page displays.

Favorites = Main Menu~ > Maintain Supplier Information = > Maintain Vendor UNSPS Codes

S ] =
,‘E K5 IFinancials

Maintain Vendor UNSPS Codes

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Value

Search Criteria

SetiD: |

Supplier ID: |

Search Clear |Basic Search [gf Save Search Criteria

Mo matching values were found.

Find an Existing Value | Add a New Value

Maintain Vendor UNSPS Codes

7. Click the Add a New Value tab. Enter any information you have and click Search. Leave fieldg

e If you have registered codes that
you would like to update, click on
the Find an Existing Value tab.

Find an Existing Value | Add aMew Value

Search Criteria

Setin:
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

Favorites ~ Main Menu~ > Maintain Supplier Information ~ > Maintain Yendor UNSPS Codes

Home Add to Favorites Sign out
‘51.-7?\ Financials

Mew Window | Personalize Page | [
Maintain Vendor UNSPS Codes

Supplier ID 0000067972 SIGNATURE _6

Personalize | Find |@ \rj First ‘&' 1 of 1 &/ Last

SiC Type SiC Code Parent SIC Code  Description
1 UNSPSC @ & =
[5] save | Refresh =+ Add | .z Update/Display

8. Enter the UNSPSC in the SIC Code

field and hit Enter on your keyboard. Maintain Vendor UNSPS Codes

e The magnifying glass next to the _ s et R
SIC Code field can be used to Supplier ID 0000067372 SIGMATURE _B
search for UNSPSCs. Ensure the
UNSPSC ends with “00.” If the

SICT SIC Cod Parent 5
entered code does not end with e e aren

“00,” replace the last two numbers 1 UNSPSC D

of the code with “00.”

Favorites ~ Main Menu~ > Maintain Supplier Information = > Maintain Vendor UNSPS Codes

Home Add to Favorites Sign out
"[l-‘:\ Financials

Mew Window | Personalize Page | [T
Maintain Vendor UNSPS Codes

Supplier ID 0000067972 SIGNATURE _6

Personalize | Find | \s:‘ First ‘&' 1 of 1 ‘&' Last

SIC Type SIC Code Parent SIC Code Description
1 UNSPSC I?ZWEE?UD &, 72000000 Parking facility construction and equipment installation and maintenance and repair services =+ =
nl Save ||=” Refresh L+ Add &£ Update/Display
= g ] ;

¢ Go to www.unspsc.org to search for product or service codes.
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

9. To add or delete additional codes, click ] First'*' 1 of 1'% Last
the add a new row *l icon or the
delete row = icon located to the right

of the description field.

10. Click the Save button. EJJ Save || Refresh
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